Employee Training Management System (ETMS): Manager Help Files

MANAGER

NOTE: The System Administrator assigns the Manager role on the ETMS
for all Training Groups.

OVERVIEW: As a Manager, you will have all the functions of Employee and
Supervisor (see Employee/Supervisor Help Files).

The Manager Role will allow you to manage all Employees’ Training
Requirements that are assigned to the Training Group. There are three
additional tasks on the Manager’'s Home Page, the Manager drop down menu,
the Training Request Management bar and the Course Leader Management bar.

.  MANAGER DROP DOWN MENU: By placing the mouse on the [Manager]
link three management tasks will appear on a drop down menu: Employee,
Reports and Proxy. The drop down menu will look similar to this:

[Idanager-Training Office (06E)]
Emplovee
Reports

P rooey

A. Employee: This page allows the Manager to view their Employees
Home Page and Training Records. By clicking the Employee link
within the drop down menu, a page will appear that will look similar to
this:

Close Window
Employees

Search by name:

P.OS.T.
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1. Employee Listing: To locate all Employees, click the All link or A-
Z listing based on the last name. To search by a keyword, type in
the first or last name and click search. The screen will look
similar to this:

Employees
YT Semch by name Lseacch |

MABCDEEGH! ] KLMNOPOQRSETUVYWXYZ
o
ADAMS, KELLY ginger@parks ca.gov Lfegaard | (Seasonal) w‘r""ﬁ_‘,:‘:"‘ View
ALHAMERA, ! - .. Willam Penn Most Jr. -
EDITH eathombra Fparks ca gov Management Service Technician Toniig Contor Vi
HREAKFIELD, - ; | i Wilkeen Penn Most Jr, n
BHEAKE CBREAKFIELD @parks cagov Superviing Stste Park Ranger e i Mot View
BURKEJAMES thefbarkes@acl com State Park Superintendent 11 “fr‘.‘?“‘,:_x"" View
BURKE, ROBERT birke@holcom State Park Ranger w“r':'.‘?"‘“czi_:“"- YView
BURNER, ROY jdmniclson@parks ca.gov State Park Ranger “"::"_‘?"""c‘m]’ View
COMES, ] g Wilksen Penn Mott Je o
CHARLES chisck@parks ca gov TRAINING OFFICR I Trsining Center View
CURRY. MICHAEL metery@parks.ca gov State Park Superioendens T “??“2::"- Vi
DANIELSON 3 I | . Wilkaen Penn Most Jr. %
IOANNE IDANIELSON @ parks.ca gov Stase Park Superintendest 11 Teniing Center View
GARDNER, : z Wil Perm Moet Jr s
MICHELLE mgard@parks ca gov State Park Superintendent | Trainkog Craser View

NOTE: Review your Employee listing to insure that all Employees
are listed. Any missing Employee needs to update their profile.

a. Home Page: To view the details of an Employee’s Home
Page, click the Employee’s name. The Manager will be
presented with a screen that will allow them to edit the
Employee’s profile and view required training program
compliance. The screen will look similar to this:

ClaseWindom |  [Back]
HOME PAGE

Name Requirement | : Advanced Officer Training (10 haurs svery 14 months)

POTTER, HARRY Program Tile c—iman.—.( wpletivn Date n..nt.x.(o.phm
Classification Field Training Officer 610200 xo
O3 Shme Bk 2 s Total Hours o
Instructor Type:
O T Requirement 2 : Perishable Skills (Every 24 months)
i Past Subject Required Hrs Completed Hrs Completion Date Due Date In Compliance
PSP Firearms Training 4 4 1252006 1 VES
Training Group L
3 YES
Meesaray Deatn 20
4 VES
Sub Training Groap
: 2 YES
Mosbmrmy Smehon
Email
| hpatteria parki.cagey
Work Phons - i
s et i Required By COTPlction fepeat - Bue 0o,
{900} Bua.0509 X Date  Interval  Date
BLACK, SIRIUS ¥ Racial Profiling Classification 11 60 11572008 YES
Alternate Supervisor P.OST Basic Centiicate Classification _-
Training Coordinator <4 > ctor Refie supenm 5212 ig 2008 YES
WEASLEY, RON o 2 S AR /TG VRS
ETMS Version 3 Orientation Supervisce _
s |
GRAINER, HERMOINE

somit
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(1) Edit Employee’s Profile: To edit the information in an
Employee’s Profile do the following:

(@)

(b)

(©)

(d)
()

(f)
(9)

Training Group: To change the Employee’s
Training Group, select the new Training Group
from the drop down menu. This allows the system
to load the Sub-Groups and Supervisors.
Sub-Group: To select, click the down arrow and
select the appropriate Sub-Group or select N/A if
not assigned to a Sub-Group.

Supervisor(s): Select the Supervisor from the
drop down menu as Primary and a different name
as Alternate if applicable. If the Employee does
not have an Alternate Supervisor, select the same
name for both Primary and Alternate.

Email: Enter the Employee’s current email
address.

Work Phone: Enter the Employee’s current work
phone number.

Submit

Back: Click the back button to return to Employee
listing.

(2) Required Training Programs: From the Employee
listing, click the name link to view required training
programs and compliance in the following areas:

()
(b)
(©)

P.O.S.T. Management, if applicable.

Required Programs, if applicable.

Continual Professional Training (CPT)

Management, if applicable.

[1] Click the YES/NO link to view compliance
details.

Employee Training Record: To view the Employee’s
Training Record, click the View link in the Training Record
column. This screen will list all training programs and
instructor hours that have been added to the ETMS. The
screen will look similar to this:

NOTE: Training records prior to year 2000 are stored in hard
copy at the Mott Training Center.
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Training Record (PETRIE, CINDY)

]
jrdcum training record)

Updated: 10/11/2007

3} heip Employen - M.

/= Traning fiecni - W....

£~ iser Home Fage - ..

Training Programs Completed
il
2 Prnider Completinn | Lempik Training
Correction Program Title Interval Frogram Froider Lucation Dot ey | Grade Cangary
Suberat  fnteymedsate Carpentry Shalls NIA M'ﬁ;i"“-" Meonterey 62172007 36 | Coedit q
Subm  [PAsicInterpretation for CGuides and NA W!ﬁ-}‘iﬂﬂ Hillo, Hamwias 6202007 36 NaA
Subsst  fntelectual Proventy Raghis NA “"""15;;"“‘ Govda Mountam | 6202007 20 | Nna
Subeeat  fntelectual Provesty Raghis NA “"""ﬂ;i"“‘ Gorda Mountan | 6202007 0 | wa
Suberst  [Fweams Shoteun Tramene and Guahficanm 6 5"‘“]3;1"‘“ B S 202007 R
Subusl  [Cemsmure Advenced Offices 24 M'D;i""‘_‘ Wonkaks 52072007 24 | oot
Subma é;‘::;_ J\“'"[“ (:‘ﬂz""d ol NA P’“’:;:"d"‘ menterey 81972007 & A | sonEeinrea
Submit  [Pods in Education NA | peaeoseect | henmyway | 3202007 2% | ma
Subet  [Muntenance Lendership Conference e Socmmesa | w2006 | 32 | Ceedr
Subimit|Appraisal snd Development Flan (DTR.911) 12 DPF. MIC 10112006 0 | NA | JobRelasted
Subait _|Appraisal snd Development Plan (DPR 811) 12 DR, MIC 10742008 0 | WA | JobRequred
Submit [CAMP. Equipment Property Mamagement | N/A i | senmentonio | 428208 16 | wa | sobRetated
[T S X1 s L YT S mon, (T 77

H10r% -

(1) Program Title: If the program title has a hyperlink, you

can click this link to view details of the Training

Request. This screen can be printed and included with
a Travel Expense Claim for reimbursement. The
screen will look similar to this:

| Close Window | [ Prinathus Paga
Approved
Name: POTTER, HARRY
Classification: State Park interpreter |
Training Growp: Training Office (065)
Sub Group: William Pean Mott Jr. Training Center
Training Provider: DPR
DPR: DPR
Location: Masconi
Program Tidle: Skills for Interpeeting to Children
Teaining Request Ie: Job Required
Justification:
Date: 1872007 - 11272007
Pre Selected
Supervisor: NiA
Date Approved 127202006
Supervisor Comment No Data
Sub Group Manager: N/A
Date Approved NA
Sub-Group Manager Comanent o Data
Manager: NiA
Date Approved 127202006
Manager Comment No Data
Training Specialist: GRAINGER, HERMOINE
Date Approved 12/20/2006
Trainmng Specialist Comment. No Diata
Accommodation
Explanation
Certificate of Completion
Certified By . GRAINGER, HERMOINE
® Centified Date : 3162007 74307 AM
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c. P.O.S.T. Compliance: To access the P.O.S.T. Compliance
Report, click the Employee link within the drop down menu,
a page will appear that will look similar to this:

Employees

P.OST. Search by name

By clicking the P.O.S.T. link, a Compliance Report will
appear for all State Park Peace Officers assigned to the
Manager and the status of their P.O.S.T. training. The
screen will look similar to this:

P.O.S.T ( C.P.T.) Compliance Report
POTTER, HARRY Lifeguard Supervisor NO
BLACK, SIRIUS State Park Ranger NO
WEASLEY, RON State Park Ranger NO
GRAINGER, HERMOINE | Lifeguard YES
DOE, JOHN State Park Ranger NO
HITCHCOCK, ALFRED  State Park Ranger NO
WAYNE, JOHN Lifeguard YES
DICK, MOBY State Park Ranger NO
LADD, ALAN State Park Ranger NO
ROGERS, GINGER Supervising State Park Ranger NO
ASTAIRE, FRED State Park Ranger NO
CABLE, CLARK Lifeguard NO

(1) To see the specific details of an Employee’s
Compliance Report, click the Employee’s name and
you will be linked to their P.O.S.T. Management screen.
The screen will look similar to this:
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POTTER, HARRY

Requirement 1 : Advanced Officer Training (10 hours every 24 months)

Program Title Completed Hrs Completion Date Due Date
PSP Driver Training 2 9/27/2006 9/27/2008
PSP Arrest and Control Training 12 2/23/2006 2/23/2008
Total Hours 14 In Compliance
Requirement 2 : Perishable Skills (Every 24 months)

Program Title Required Hrs Completed Hrs Completion Date Due Date In Compliance

PSP Firearms Training 4 6 10/29/2003 10/29/2005 NO
PSP Driver Training 4 6 9/27/2006 9/27/2008 YES
PSP Arrest and Control Training 4 16 2/23/2006 2/23/2008 YES
PSP Tactical Communications 2 2 12/20/2003 12/20/2005 NO

B. Reports: By clicking the Reports link within the Manager drop down
menu, a screen will appear with several standard reports. The screen
will look similar to this:

[ Close Window l [Back]

Report Management

90 Dav Evaluation

POST Compliance Report - By Sub Training Group - Classification

Program Compliance Report

COST For OQut-Service

Emplovee Role Report

Instructor Tvpe

1. Review Reports: Click the report you want to view and complete
the required fields and submit.

C. Proxy: A Manager has the ability to assign another User to perform
their function within the ETMS. A Manager is allowed only one Proxy
at a time.

1. Activate: To activate a Proxy, do the following:

a. Click the Proxy link in the drop down menu.
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b. Select an Employee from the drop down menu and click
add. This Employee is now the Proxy for your role.

2. Deactivate: The Proxy can be deactivated by the Manager or the
Employee designated as Proxy. To deactivate, click the Proxy’s
name and click Deactivate.

lI.  TRAINING REQUEST MANAGEMENT: To manage all In-Service and Out-
Service Training Requests for the Employees in the Training Group, a task
bar called MG R Training Office (062)); Acfion Needed! TN{1)-OTIT(0) is located on the
Manager's Home Page. There are two links that allow the Manager to
manage all In-Service and Out-Service Training Requests. The number
within the parenthesis is the link to the pending In-Service or Out-Service
Training Requests.

NOTE: For Employees who have selected the Manager as their Primary
Supervisor, their training requests are automatically routed directly to the
Manager for approval action.

Managers should select themselves as their Primary and Alternate
Supervisors and approve their Training Requests at the Manager level.

A. In-Service Training Request: By clicking the (#) link, the Manager
can view all Pending, Approved and Not Approved Training Requests.
The screen will look similar to this:

Training Request Management (MANAGER)

Pending Approved Not Approved By Name: | ADAMS, STEPHAN v

Page -

In-Service Training (Pending)

Submit 9 . : . Program | DPR392 SGM Sub i o y
-

No Data!

NOTE: The link defaults to the Pending In-Service Training Requests.
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1. Pending: Displays a listing of all Training requests that are
pending approval action by the Manager. The screen will look
similar to this:

Training Request Management (MAANAGER)

Pending Approved Not Approved Bv Name: | ADAMS, STEPHAN v

[Page: 1
In-Service Training (Pending)

Submit N Classification| Prog Program DER392 SGM | Sub i 1 C i
Date ETS assification| Program |* = :' Ranking| Group| APPro2 ommen

State Park ETMS
v,
Detail 9252007 WAGY STEVEN Superintendent ersion 3 | 12 1112007 Capitol
m Orientation 12/ C'

test dy

Pending ||| Select ¥

a. Detail: This link displays the details of the Employee Training
Request.

b. Approval Action: From the drop down menu in the Approval
column, the Manager can Approve or Not Approve the
Training Request. If Not Approve is selected, the Manager
must provide a comment.

c. Rank: Rank the Training Request with “1” being the highest
priority and “5” being the lowest.

d. Submit: The Training Request will be sent to the Training
Specialist for their approval action.

2. Approved: This link displays a listing of all Training Requests that
have been approved by the Manager. Managers have the ability
to edit any approved Training Requests that have not been acted
upon by the Training Specialist.

3. Not Approved: This link displays a listing of all Training Requests
that have not been approved by the Manager. Managers have
the ability to edit any Training Requests that they have not
approved.

4. Search by Employee Name: The Manager has the ability to
search for all Training Requests that have been submitted by the
Employee. Select an Employee from the drop down menu and
click the Search link.

5. Page: Each page displays nine records. To view additional
records click the page # link(s).
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B. Out-Service Training Request: This functions exactly the same as In-
Service Training Request except the ranking, which is not required, and
the Training Coordinator has final approval authority.

COURSE LEADER MANAGEMENT: To manage all Course Leader

Requests for the Employees in the Training Group that have the Instructor
Role, a task bar called Course Leader Mgt : MGR : dcuion Nesded! (1) g

located on their Home Page. The number within the parenthesis is the link
to the number of pending Course Leader Requests that require action by

the Manager.

A. Course Leader Request: By clicking the (#) link, the Manager can

view all Pending, Approved and Not Approved Course Leader

Request. The screen will look similar to this:

Home

Course Leader Request- Manager

Pending Approved Not Approved
Course ? Date/Time Total Instructor Supervisor SGM Manager . =
o Leader e D Requested Hours Approval Approval Approval Approval = Bpecee
HENRY, COMBS, (GREEN,
| Administrative Workshop Fundasiontals of Personnel [ Approved (GINGERLOU |CHARLES |MICHAEL [HENRY,
View (WAGY, STEVEN |Test+v3 1226/2007-12262007 3 GINGERLOU
North Pole (5553_1193‘ s 972472007 [ Approved (Approved  |Approval: (831) 649-2954
B 5 9/25/2007 9:25/2007 Yes No

NOTE: The link defaults to the Pending Course Leader Request.

1. Pending: This link displays a listing of all Course Leader Requests
that are pending action by the Manager.

a. View: To view the Course Leader Request, click the View

link. The screen will look similar to this:

Updated: 10/11/2007
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Date - 9/24/2007

To - MANAGER
Mott District

From : Department of Parks and Recreation
Training Office

Babsject: Course Leader Request

Your Approval is requested for: STEVEN WAGY to serve as a course leader in - Administrative Workshop
Testv3

Location : North Pole

Comment :
Testing Supervisor pending page.

Course Title Date Time

Fundamentals of Personnel 12/26/2007-12/26/2007 (0800-1100) 3 hour(s)
This request will involve 3 hour(s) of instruction, plos travel time.

Once approved, WAGY, STEVEN will help provide quality training and effective instruction. We impress upon
our staff and students a strong professional appearance and would like the course leaders to be a good example of
that professionalism. Proper office attire should be worn at all times.

All overtime and per diem expenses that WAGY, STEVEN incurs will be paid by the Training Office. Pease
ensure that a copy of the Monthly Work Report, DPR. 511, for anv overtime incurred during this training is
forwarded to the Training Center. In addition, the Travel Expense Claim should be sent to the Training Office for
final approval and coding.

If you have any questions regarding this request, please contact HENRY, GINGERLOU at ginger@parks_ca gov
or (831) 649-2954. Your support and assistance in the delivery of our departmental training program is
appreciated.

Michael D. Green
Acting Department Training Officer

b. Approve: To approve a Course Leader Request, click the
Yes link. An email is generated by ETMS and sent to the
Training Specialist with a copy to the Instructor.

c. Not Approved: To not approve a Course Leader Request,
click the No link. Complete the comment and click Submit.
The screen will look similar to this:
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Home

Course Leader Request- Manager

Pending

Submit

Approved Not Approved
Course s Date/Time Total Instructor Supervisor SGM Manager Training
e Leader ol Requested Hours Approval Approval | Approval Approval Specialist
(GREEN,
(MICHAEL
[Please submit
vour reason for
not approving this
HENRY. COMBS, |Course Leader
A dministrative Workshop|Fundamentals of | Approved GINGERLOU|CHARL Es[Request? [HENRY.
[View WAGY, STEVEN|Testv 3 Personnel 3 Comment (GINGERLOU
North Pole 12/26/2007-12/26:2007 0/24/2007 Approved |Approved (831) 640-2034
(0800-1100) 9252007 |9252007

Updated: 10/11/2007

The system will generate an email to the Training Specialist
with a copy to the Instructor.

Appproved: This link displays a listing of all Course Leader

Requests that have been approved by the Manager.

Not Appproved: This link displays a listing of all Course Leader

Requests that have not been approved by the Manager.
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